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PO Box 94245 | Baton Rouge, LA 70804-9245 Bobby Jindal, Governor

LOUISIANA DEFARIMENTOF  p: 225.370.1382 | fx: 225-379-1865 Sherri H. LeBas, P.E., Secretary

MEMORANDUM TO CONTRACTORS

FROM: Stephanie Ducote, Compliance Programs Director

SUBJECT: Contractors Annual EEO Report
Federal Form PR-1391, and
Instructions for Electronic Submittal

DATE: May 11, 2015

The Federal Form PR-1391 (1391-Form), is to be submitted from Contractors performing work on
Federal-Aid Highway Construction Contracts, by Friday, August 14, 2015. Attached are step-by-step
instructions for completing the 1391-Form, and submitting the 1391-Form electronically to:
DOTDForm1391@la.gov. Contractors shall provide this information to the Subcontractors to complete a
1391-Form.

e Prime Contractors and Subcontractors are required to complete and submit a 1391-Form for each
Federal-Aid Highway Construction Project, if work was performed during the last full pay period
in July. If the month of July ends during the pay period, the last full pay period would be the week
immediately preceding the last week in July. The 1391-Form to be completed is located on the
LA DOTD’s web page at “Business-Working with DOTD” — “DBE” — “Contract Compliance
Unit.” The 1391-Form is in an Excel Format (2007 or later).

e The workforce captured on the 1391-Form should be all employees who performed work on the
project during the last full pay-period in the month of July, and only within the State of
Louisiana. This includes all employees who are in the field, office, supervisors, managers etc.,
performing work on the project.

e The 1391-Form has been formatted to enable Contractors and Subcontractors to enter information
in the light blue fields only. The other colored fields on the 1391-Form have been locked to
prevent entering information into them. The formatted 1391-Form will automatically calculate
the information entered into the light blue fields, and populate the other colored fields with totals
for each line and column.

Please Note the following:

e A 1391-Form does not need to be submitted, if the contract amount is less than $10,000.
e A 1391-Form does not need to be submitted, if no work was performed during the reporting period
described above.
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Should you have questions or need assistance, contact Mrs. Juanita Linton, Contractor Compliance
Program Manager, at (225) 379-1361.

Attachment

Cc:  Mr. Mike Vosburg, Chief, Construction
Mr. Mark St. Cyr, Audit Director 3
Mr. Ken Naquin, Associated General Contractors
Mr. Charles Harkless, Federal Highway Administration
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INSTRUCTIONS ON HOW TO DOWNLOAD THE CURRENT 1391-FORM:

The Federal Aid Highway Construction Contractors Annual EEO Report, Federal Form PR-1391 (1391-
Form), is located on the Department’'s Website at www.dotd.la.gov. Select — Business Working with
DOTD — DBE — Contract Compliance Unit — FHWA 1391 Form:
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http://www.dotd.la.gov/

1391-Form Download Instructions, Cont.
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1391-Form Download Instructions, Cont.

Note: The 1391-Form cannot be completed on the website, you must first select the Enable Editing
button in the yellow highlighted area — select file in the top left corner — select save as — then save
the file to your computer.

I H i FHWA 1391 Formodsm [Protectzd View] - Bucel
— HOME INSERT PAGELAYOUT FORMULAS DATA REVEW VIEW ADDINS
0 PROTECTED VIEW Be careful—files from the Intemet can contain viruses. Unless you need to edit, it s safer to stay in Protecied View. | Enable Editing <«
Select: AL CfEX Yk
File Select: Enable Editing

Note: Only use the 1391-Form from the Department’s Website annually. This version of the 1391-
Form is the most current, and has been formatted for the current year.
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INSTRUCTIONS ON HOW TO COMPLETE THE 1391-FORM:

Once the 1391-Form has been downloaded and saved to your computer and you are ready to
complete, follow the steps below for each numbered box located in the light blue area on the form.

Box 1 — Select Contractor or Subcontractor
Box 2 — Provide the company’s name and address.
Box 3 — Enter the State Project Number only for the project.

Box 4 — Enter the total dollar value of the federal-aid contract or subcontract.

Box 5 — Enter Parish the project is located in. If the project is located in more than one Parish, put the
first Parish listed on the contract.
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Box 6 — The current reporting year will be provided for you.
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Instructions on How to Complete the 1391-Form, Cont.

Box 7 — Employment Workforce:

Table A: Enter employment workforce for each job category, be sure to indicate female and
minority employees by racial status. Note: data can only be entered in the light blue fields.
The data will automatically calculate in the light green areas of the form.

Example: 3 equipment operators and 1 carpenter. 2 equipment operators are male (1 American
Indian and 1 Black or African American), 1 is female (Asian). Locate the row for equipment
operators in box 7 of the form, in the light blue area enter 1 for male in the column under Black
or African American, enter 1 for male in the column under American Indian, and enter 1 for
female in the column under Asian. Locate the row for carpenters and in the light blue area enter
1 for male in the white column. Notice in the light green area of the form you will now see 3 for
males and 1 for female under the Total Employed column. Under the Total Racial/Ethnic
Minority column you will now see 2 for males and 1 for female. The information entered
automatically calculates in the light green areas of the form.

Table B: Apprentices and On-the-Job (OJT) Trainees:

If Apprentices and/or OJT Trainees are reported, the only information entered here is the
number of males and/or females in the row the training is being performed. Note: The
information entered in this area will not be calculated in the light green area for Total Employed.
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Instructions on How to Complete the 1391-Form, Cont.

Box 7 — Employment Workforce:

Table C: Enter the number of Apprentices and/or On the Job Trainees under the corresponding
column for racial status for males and females.
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Example: Under Table B, two males Latino OJT’s were entered in the corresponding row for
cement masons, under Table C, you would enter the number two under the corresponding
column for their racial status. The information entered will automatically populate in the light
green area of the form under Table 7C
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Box 8 — Prepared By:
Type in the name of the person completing the 1391-Form. This is accepted electronically.

Box 9 — Date:
Enter the date the 1391-Form was completed.

Box 10 and Box 11 — Reviewed By and Date:
Leave Blank.
Once the 1391-Form is completed, save and name the file.

Example: XYZ Company Inc H.000139. The completed 1391-Form is now saved in the
Excel Format as down loaded from the Department’s Website and ready to be submitted.

Submit the completed electronic form file by August 14, 2015, to:
DOTDForm1391@la.gov
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